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CORE- Mailroom Trays 

 

Purpose:   
The items placed in the trays include Special Batches, Claim Resubmissions, Screen-prints of Claims, and 

items originally received through parcel services that are now being requested to be scanned.   Specific 

steps take place when processing internal scan requests that are placed in the trays. 

 

Identification of Roles:   
Courier – pick up and deliver Internal Scan Requests 

Data Entry/Imaging Technician (DE/IT) – receive, prep, and sort Internal Scan Requests 

Quality Analyst- perform quality assurance checks on specified aspects of the Trays process 

Operations Coordinator, Operations Team Lead, and Operations Manager – operate as a resource for 

the internal scan requests; implement process changes as needed 

Performance Standards:   
None 

Path of Business Procedure:   
Step 1: Internal Scan Requests are placed in the trays located on the Courier’s table 

 

Step 2: Analyze documents for proper processing 

a. Return any documents back to the Business Unit that do not meet the criteria for 

processing via OnBase or internal Courier route  

  

Step 3: Separate and prep items for Scanning 

a. Claims 

b. Correspondence 

c. Special Batch Claims 

 

Step 4: Fill out Scan Job Coversheets located at the work stations and bundle items 

a. Indicate on the Coversheet if the items need to be returned to the Business Unit after 

they have been scanned 

 

Step 5: Weigh the bundled mail 
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Step 6: Transfer the bundled mail 

a. Items are placed onto the Quality Assurance cart to be quality checked 

b. Items are transferred to the scan stations once the Quality Assurance check is complete 

 

Step 7: Scan items  

a. Items are scanned directly to the Form Name 

b. Items are given a Priority Number  

c. Items are returned to the Business Unit if indicated on the Coversheet 

d. Items not returned to the Business Unit are placed in an archive box specific for Internal 

Scan Requests 

 

Forms/Reports:   
Request for imaging form 

Claims Submission form 

Special Batch form 

Scan Job Coversheet 

 

RFP References: 
5.2.2.3.4.1.1, 5.2.2.3.4.1.2, 5.2.2.3.4.1.6 

 

Interfaces:   
Data Warehouse, Medical Services, Member Services, Pharmacy Medical Services, Policy, Point of 

Service, Program Integrity, Provider Cost Audit, Provider Services, Revenue Collections, Home and 

Community-Based Services 

 

OnBase, TR Scan Client 

 

Attachments: 
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Request for Imaging form 
 

 
 
Claims Submission form 
 

 



Iowa Department of Human Services 
Iowa Medicaid Enterprise (IME) 
CORE Mailroom 
 

CORE- Mailroom Trays        Page 4 of 6 

 
Special Batch form 
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Scan Job Coversheet 

 

 

 



Iowa Department of Human Services 
Iowa Medicaid Enterprise (IME) 
CORE Mailroom 
 

CORE- Mailroom Trays        Page 6 of 6 

Scan Job Coversheet 
 

 


